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Preparing a SUD Agency for Medicaid Billing Through WITS  

 
Change Your Agency Address 
Type to Agency Billing 

 

1. Getting here: Login, on the Navigation Pane 

(left menu) select Agency to activate the 

Agency List menu.  

 

 

2. Go to Agency Profile, Addresses/Phone.  

Click on Review in the Actions column. 

 

 

3. Change the Agency Type to Agency Billing. 

 

 

4. Click Finish. 
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Insert Your Agency Tax ID in 
the Payor Plan for Medicaid 
OPTUM 

 

1. Getting here: Login, on the Navigation Pane 

(left menu) select Agency to activate the 

Agency List menu.  

 

NOTE:  Click on the Billing Form header column 

to cause the 837P Medicaid – Optum plan to 

fall to the top. 

 

2. Choose Agency Plan Profile from the 

navigation panel. 

 

3. Insert your agency tax ID number in the 

Submitter ETIN, Application Sender #, and 

Interchange Sender # field.   

 

4. Click Save and click Finish. 
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Enter National Provider ID and 
Federal Tax ID on Agency 
Profile 
 

5. Getting here: Click on Agency, Agency List, 

Agency Profile.  Enter the National Provider 

ID and Federal Tax ID to the corresponding 

fields. 

 

Enter Agency EDI Contact 
 

6. Getting here: Click on Contacts.  Click on 

Add Contact.   

 

7. Select the Staff.    

 

8. Select Agency EDI Contact in the Contact 

Type field.   

 

9. Select Active in the Status field. 

 

10. Click Save and click Finish. 
 

NOTE: The Staff Profile of the user must 
contain a phone number and email address.  
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Enter Staff National Provider 
ID on Staff Profiles 
 

1. Getting here: Click on Agency and Staff List. 

 

2. Click Go. 

 

3. Locate staff and click Review in the Actions 

column. 

 

4. Enter National Provider ID on the Staff 

Profile. 

 

NOTE: Please see instruction on Adding 

Clinical Supervisor to Encounters Quick Start 

Guide for all staff who do not have a National 

Provider ID number. 

 

Register for an Account on 
Connectivity Director 

5. Register for an account with Connectivity 

Director at 

https://www.unitedhealthcarecd.com.  

 

NOTE: Please see separate instruction on 

registering for a Connectivity Director account.  

 

 

 

 

https://www.unitedhealthcarecd.com/

